
 

 

 

 
Human Services Supervisor I #02310 
City of Virginia Beach – Job Description 
Date of Last Revision: 10-20-2021 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  13 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Plan, organize and supervise a unit or program in the Department of Social Services; select, train, 
manage and evaluate staff; ensure that the quality and quantity of services provided meets program 
standards; and plan and coordinate with other units within the department and other community agencies. 
 
Representative Work Functions and Responsibilities 
Provide leadership, direction, planning, monitoring, and evaluation of work activities and program 
assignments in order to manage and implement assigned family services program units. 
 
Train or secure training in community resources and family systems methodology and other pertinent 
modalities to ensure that the staff maintains a professional level of knowledge and skill; and train and 
evaluate unit in program policies and office procedures in order to continuously monitor the effectiveness 
of service delivery. 
 
Establish goals and objectives for the purpose of program planning and revision. 
  
Prepare and implement operating procedures within the unit to ensure an efficient workflow. 
 
Collect, evaluate, and analyze program data and prepare reports upon request in order to respond to 

administrative priorities and needs of program planning.  

Receive and make appropriate referrals and develop new resources which enhance the department's 

services to clients. 

Participate in intra and interagency task forces and committees, and provide program advocacy and 
community education in order to establish good working relationships with other agencies. 
  
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 
 
Performance Standards 
 Ensure that the unit is managed well and operates efficiently, and that an acceptable level of compliance 
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to policies is maintained, services are delivered in a highly professional manner, unit is informed and 
trained, and program issues are effectively addressed; ensure that the unit is knowledgeable of current 
methodologies and makes useful application of the knowledge within the program area; ensure that unit 
maintains the established standard of productivity relative to their unit program goals and that there is an 
appropriate selection and allocation of the work force and that work load is appropriately distributed; 
ensure that the program unit meets state mandates, job expectations are clear, good working 
relationships are maintained and collaboration with other program units and agencies is effective. 
  
Minimum Qualifications 
Requires a Bachelor's degree in a human services field (social work, counseling, gerontology, guidance 
and counseling, family and child development, psychology or sociology) and seven (7) years of 
experience in a human services field or possess a Bachelor's degree in any field accompanied by a 
minimum of nine (9) years of related experience in a human services area. 
 
Must have a current and valid driver’s license. 
 
Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or City-wide emergencies. 
 
For Child Protective Services:  Experience requirements must include three (3) years in Child Protective 
Services. 
 
For Adult Protective Services:  Experience requirements must include three (3) years in Adult Protective 
Services or direct experience working with the older and disabled adult population.  
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A.  Knowledge 

1. Knowledge of city and state personnel policies and procedures, agency goals and objectives, 
and trends impacting the social service program development. 

2. Knowledge of interviewing skills and techniques, job responsibilities and methods of 
performance evaluation. 

3. Knowledge of data collection, analysis of data and appropriate application to monitor 
productivity of staff in the program unit. 

4. Knowledge of social, economic, and health conditions facing individuals, groups, and 
communities which impact the delivery of program services. 

5. Knowledge of agency programs, community trends and community resources. 
6. Knowledge of social work principles, practices, and treatment modalities. 
7. Knowledge of human behavior in order to effectively supervise staff. 
8. Knowledge of supervisor principles, techniques and management practices. 
9. Knowledge of federal, state and city codes, policies and procedures sufficient to administer a 

service program unit. 
B. Skills 

1. Skill in problem solving, planning and organizing resources. 
2. Skill in maintaining effective working relationships with staff, the public and other agencies at 

the local, regional and state levels. 
3. Skill in providing consultation, education, and treatment services. 
4. Skill in verbal and written communication to transmit knowledge accurately and clearly to 

others. 
5. Skill in mediation and arbitration. 

C. Abilities 
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1. Ability to plan, manage, and evaluate the needs of a program unit. 
2. Ability to make decisions for complex/critical issues such as unusual cases, politically 

sensitive issues, and personnel actions sufficient to ensure that legal, professional, and 
administrative requirements are met, and that the local department is responsive to 
community needs. 

3. Ability to interpret laws, policies, and regulations related to human services. 
4. Ability to supervise and train or recommend training for staff to provide leadership and 

guidance and to promote staff development. 
5. Ability to write letters, reports, and proposals in a well-organized, clear and concise way. 
6. Ability to read and incorporate new information and disseminate information to others 

accurately. 
7. Ability to communicate orally to individuals and groups sufficient to conduct and participate in 

meetings; to explain and interpret new policy to workers; to provide consultation and related 
work performance and to deliver oral reports. 

8. Ability to maintain working relationships with staff and the public in order to negotiate conflicts 
among workers or program units to serve as liaison between staff and chief supervisors and 
to solicit support from the community. 

9. Ability to plan and manage work activities, including service delivery, record keeping duties 
and organizational operations. 

 
Working Conditions 
Working conditions are intended to provide a general overview of the environmental conditions inherent in 
the job setting, as well as the physical, mental, and sensory requirements necessary to perform the 
essential functions of positions in the noted job title.  A more detailed description will be made available at 
the position (PCN) level both internally and externally with all posted open positions. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship on 
the operation of the City’s business. 
 

 


